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THE NATIONAL CEMTER MISSIOM STATEMENT 



Tt)B Mutioriil Center for Rtiearch m Vocational Education's 
missbn is to incrtaii the ability of dlverie agengies, inititutions, 
and organiialiDni to solve tducational problsmi rolatlng to 
individual careir planning, preparation, and progression. 
The National Center fulfills iti mission by; 

• Generating knowled^ge through rtseareh 

« Devtloping educational progranii and proclucti 

• Eveluiting individual program noeds and outcomes 
» Instilling educational progrrinis and products 

» Operating information systcims and lervlces 

• Conducting leadership developrTitnt and training 
programs 
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FOREWORD 



This document was prepared as a part of thm National Center* s 
1977-1978 USOE-'EPDA gponsorefl project, "Parsoniial Development tot 
Loaal AdAlnlstrators of vocational Sduaation.** Conductad in 
response to the need for mora and better prograins of adnitnistrafeor 
preparationi the national training program Goniisted of a competerioy* 
baaed national training workshop for 30 departnient of adaQation 
personnel, and on*site techhical assistanae to help each of the ten 
state teams implement thair plana for improving adrninistrator 
training within their reapeotlva statas and inititutions. 

To assist partieipants in developing strategies for improving 
the preserviee and inaervioe preparation of local administrators/ 
a Qomprehensive workshop training package was devalopad^ consisting 
of the following products i 

Desgription of Alterna ta Deliv ery Str ate gies — Oniforin narrative 
descriptions of three major delivery gtrategias ^eire prapmrad, 
revealing major features, prooadures used, advahtagte, dis* 
advantages, eoets of operation # available evaluation data, etc. 

Annotated Bibliography of Instruction al Materials — ^^vailabla 
instructional materials were collected # and aasessed using an 
established list of criteria for avaluating their quality* 
Acceptable materials were included in an annotatad bibliography* 

Workshop T raining Module LA-101 — The national training wrkahop 
was built around a oompatency*^bdsed training module diasigned 
specifically to deliver upon the aompeteneies the partioipants 
should obtain. 

Many persons contributed significaiitly to tha auccsss of the 
entire project* SpeQial ^eoognitioii for major individual roles in 
planning, researching, and developing this particular dDOument goes 
to Robert Ep Norton, Project Director, who gave laaderahip and 
guidance tb the overall. project i Lola 6. Harrington, Program Associate, 
who wrote much of this document i and Glen E# Pardig^ former Center 
Hesearch Spaciallst, who developed the fownat and conducted jnuch of 
the preliminary research i Sincere appreciation is alio axtended to 
the Stat© directors of vocational education and other leadership 
personnel who contributed inforniation on the instructional materials 
(or currieulujn development projects) developed in their states. 

Robert 1. Taylor 
EMCutive Diractor 
The Mational Canter for Research 
in Vocational Education 
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PART I 
Adininistrator Modul 



6 



I. PUBLICATION DATA 



Edwards, Charles, G, P. Harding, and FranEie Loepp. ABC In - 
structiQnal Paokagaa; A Modal CQmpetenoy Based Program" for 
the Prep aratlQn of Ad ministrator of Oceupatlonal Career Edu - 
ga tlon P rogra Normal , ILi lllinolB State University i 
pcpartinent of Eduaational Adminietratlon , 1974. 

Size, 8^ K 11, dupliGatedi in a 3-rlng binder. Comprises 
a aeries off 35 instructional packagei designed to be used 
in the preparation of occupatipnal/Daraer eduoation ad- 
mlniatratora. They are organised into five inatruetional 
areas » 

II. TOPICS OR COMPETENCIES 

It is not possibla to identify the ipecific CVE administra- 
tor competanciea that the pacJcagea deliver on, because not 
all of the materials ware available to us* The titles indi- 
oate the developara* general intent, 

General Administrative Area^ 

• Organizational Structurincf 
• Reoord Kee ping 

• Using Data 

• Solving Problems 

• Managing by bbje'otives 

• Sehaduling 

• Sohool Plant Planning 

• Establishxng Aocident Prevention Programs 

• Budget 3.nq ~ 

• Parch asTng 

• Devalo plng a Philosophy of Vooational Education 

• Writing Report s — ^ ^« 
« psmQna tratlng PrQfessiQnal Behavior 

Program Planning Area; 

• Uainy EKternal Reaourcas 

• Meeting Program ApprovaT Budget Requirements 
« Pl a nni ng Programming Budgeting Systems ^ 

• Preparing the One and Five Year Plan 

• Intpiamanting Career Educatio n Pro f ^ms 

• Evaluating Programs 

• ConBtructing Vocational Surveys 

• Establi ghlng Cooperative Programi 

Personnel Area: 

• peveloping Job Dagoriptione 

• Ranking Candidates 

• Interviewing and Hir ing 

• Qg lent ing St a f £ ^ 
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• in^aarviQe Tra ining 

• EValuatlni^h at ruction 

• Idantlfylng^^^^^^ for PerBonnal Dlsinlsgal 
» Resolving Grievances"^ ^ 

Public Relations Areai 

• Involving Advisory Qroupfl 

• E ftllstiiig Contfn anlty Support 

• Diaserolriatlng Progreim inforinatlon 

Studant Sary^icse Areas 

• Vocat iofial Cou nsaling 

• Reducin g Drop^-Outs 

• Worki ng v^ith Sp eoial N aads Students 

III* TARGET GROUP 

Initially deaifned for umm in upgrading teachere to fill 
Igadarehlp posltioni in local iahcols as dirictora of voca* 
tional aducatiDn# directors of area vocational schools ^ deans 
of vocational education at oonymunity aollegas. Developers 
indicati ABC caii be usad on both prt* and insarvioe bases. 
The oompetency^based/ individualized approach is ona of sav** 
eral approaches avaiiable to studants. students can also 
(1) tast out I C2) tajca course worK^ cr (3) fulfill an in* 
tarnahip , 

IV. IMSTRUCTIONAL APPROACH 

Thasa materials ara designated as oompatency-basadi Each 
package includes a pre^assassment # lieting of posslbla 
learning activltias (usually outsldi readings) , and a paper- 
and--pencll proflcienay test^ Typloall^j the packagas ara 
five to tan pagaa long* 

The packagas rely on outside readings and othar resourcas 
for the information component. Feedback and final aeeess- 
mant criteria are not ineludad. The rola of the rasouirce 
parson is unclear. 

V. BASIS OP COHPETINCY IDENTIFICATION 

The 35 modulas are based on the 158 compatancies Identified 
in the Ramp and Andarson study (Southern Illinois Unlversl* 
ty, 1972), 

VI. DlVELOPMEilT AMD TESTING 

The packagas were developed by the Departinant of Edueation- 
al Adnilnistration at Illinois State University in coopera'' 
tion with USOB and the Illinois Division of Vocational and 
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Taehnloal Education, Each package was pilot tested with 
itudenta and then revised. 

VII. SUPPORT MATERlALa 

None listed « 
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I, PUBLI CATION DATA 

Lawson, Patricia. Writing a nd Stating Characte glgtloB o f 
Persona who Qualify a§ Handlaapped or DiBad vantag0d i~Hun-- 
tington, WVi Marehall Unlveralty, Department of Oeoupation , 
Adult and Safety Education, 1975-76, 

Size, 8% X 11, duplicated, left-hand stapled, 22 pages. 
Part of a sarlei of 11 instructional paQkages deslgnad to 
be used in a parf ormanqe-baied professional development 
program for vocational administrators, 

II* TOPICS OR COMPETENCIES 

DemonBtrate understanding of the differences between a dis- 
advantaged and handicapped atudent (define, categorize, and 
Hat sources of information concerning each. 

III. TARGET GROUP 

Pre- and inservlce vocational administratorfl. 

IV, INSTRUCTIONAi APPROACH 

These materials are designated as perfonnance-based. In- 
clude iatroduatlon , terminal objective, content, procedures, 
student Qcmpetency sheet, resources list, pre-test and/or 
post-test, learning aetivlties, elmulation, and answer man- 
ual. Perforniance is assessed by a written activity, to be 
completed wLth 95% acouracy. 

Moduli relias heavily on outside readings, a seminar, a vis- 
itation, and Inetruotor evaluation. The module is limited 
to thi cognitive aspect of the skill only. Feedback is pro- 
vided primarily through rote paper-and-pencil activities, 
although one case study type of activity requiring applica- 
tion skills is provided* m criterlon-'referenGed measure- 
ment devices are included * 

V. BASIS OP CDMPETENCy IPENTIFICATION 

Baais not stated in the module^ but apparently competenciea 
were identified in Marshall University project* "Developing 
a Parformance Baeed Professional Development Program for 
Vocational Administrators." 

VI, DEVELOPMEIIT AND TESTING 

The series of packagas were developed by staff on the '•De- 
veloping a Performance Based Professional Development Pro- 
gram for Vocational Administrators" project and by outside 
consultanti. Testing procedures are not stated * 
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VII. SUPPORT MATERIALS 



None listedp 

VIII. OTHER MODULES IN THE SERIES 

Hafatrand, Richard K. (State Board of EduQatlon^ Illinois 
Offioa of EdUQation) * Organisi ng and Directing a P rogram of 
Inaarvioe Staff Development , 27 pages. 

• Dascribe the "what" and "why" of iniervice staff devalop- 
ment* 

•Deacriba a plan and procedures for assesBing needi and 

wants for inserviee etaff development, 
•Daaeribe the kinds of resourGei available for iniervice 

ataff development* 
•List and describe the principles of adult learning. 
•Demonstrate instructional mathoas and techniques for 

adult learners. 
•Dascriba incentivas for staff members to participate in 

educational activities. 
•Dascriba a plan for effective evaluation of a program of 

inaervice ataff development* 

• Dascriba an administrative plan for directing a iuccess-^ 
ful program of staff development, 

Jubyi Marcus (Oklahoma State University) * industry Rela- 
tiona with Voca tional Ed ucation ^ 19 pages/ 

• Discuss the need for cooperation between industry and 
education . 

•List the motivational factors which encourage industry 
and people to become involved in education* 

• Identify industry service areas available to public edu- 
cation* 

•Dascribe the techniques used by educators to involve in^ 
dustry with education. 

•Plan an educational program with the cooperation of an 
Industry raprasantative aimed at strengthening coopera- 
tive relations between industry and education. 

Juby^ Marcus (Oklahoma State University). Translating Edu ^ 
cational Program into Facility Requirements . 2 3 pages, ^ 

•Dascribe educational specifications* 

•Describe the differences between learning and auxiliary 
araas* 

•Name three typea of learning areas and categorize the 
modes of atudent learning occurring in each. 

•List and describe the more important planning considera- 
tions involved in the planning of occupational prepara- 
tion faellities. 

•Assess an actual facility^ and plan the facility require- 
ments naedad for the programs using that facility. 
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Key, James F. ^Oklahoma State Univafsityj . AdyisQry Commit - 
taes in VQcatlonal Admini atration, 35 pages • 
» 

• Dewonstrate a knowledge of the requlreinentB for, purpOBaa 

of, and organization of the national advlBory council on 

vocational education* 
•Damonstrat© a knowledge of the requiriments for, purpcsaa 

o£, and organization of the atate advigory aouncil on 

vocational education, 
•Describe advantages and limitations of local advisory 

conunltteee « 

• Davalop a plan to organiise, use, and ivaluate a local 
advisory coirmittee, 

Lawson, Patricia. Effactiva W riting for VDcati onal Adminis- 
tration. 22 pag#s.~ ^ — ^ ~ — -^^^-^-^ 

• Write functional aentences that donuiiiiniaate one' i 
thoughts olsarly and preolaely. 

•Organise one's writing to appropriately convey one's 

thoughts to a particular audience. 
•Write buaineaa letters and memos ^ make notes, and write 

reporta according to voQational standarda, 

Meehan, Merrill L. (University of Pittsburgh) and Joseph 
Hoffman (Parkway West Area Technidal SohoDl). Planning for 
Vocational Curriaulum Dev elopnent. Mlni'Modale^^Trl * 5d ^ 
pages. 

•Identify^ rasaarch, review, and simmariz© various eontam- 
porary inputs to the vocational aurriculuni, 

• Forinulate an original vocational prograin philosophy, pro- 
gram goals, assumptions, and a short range and long ranqe 
curriouluin plan. 

•Dasign the vocational curriculum devalopmant system mod- 
al, the instructional system model, and the various pro- 
gram spaelf ioations. 

Maahan, Merrill L. CUnivarsity of Pittsburgh) and Joseph 
Hoffman (Parkway Wast Area Technical Sohooi) , OrganlEin g 
for Vocational Curriculum Development s Mini-ldodule 1 , S . 

26 pages. ^ ^ 

• Datermine the specific InvoXvanient of various personnal 
and resources within and without vooatiorial education 
regarding curriculum development actlvitlas. 

• Datermine the needs of the various persoiinel working on 
vocational curriculum devalopment and plan spaoifig matt- 
vities to satisfy or acconmodate these neads {gLxrangm 
conducive work conditions, locate and secure materials^ 
make materials readily avallabla). 
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Washan, Merrill l. (Univ-eraity of Pittsburgh) and Joseph L. 
Hoffman (Parkway West Area Technical School). Coordinating 
Vocational Curri Gulum De velopmant . Mlni-Module'm 1^5 

m 

•rnitiate, monitor, and summariie vocational curriculum 
aevelopinent efforts, and prepare and distribute reports 
of- such activitlei . 

• Compare vocational eurriculum developinent efforts with 
sp©alfieations individually, through service area (craft) 
ooramlttees, and through vocational curriculurn consultants 

• Mjuat, recycle, and approve vocational curriGulum sub- 
Bystema and/or couraea of study. 

Searhorough; Cayce (Auburn University). Establish an d Mai n- 
tain Linka ges Between 7ocatlojnal and G eneral EdueaVian. — Tg" 
page a, '■ ' — ~ --^ — — - — — ^- — - 

•Eaplain through exampli the theory of linkage as a socio- 
Lcgical concept that Is useful in relating educational 
piograms. 

•Demonstrate an understanding of the linkages that could 
be eatabliahed between general and vocational education. 

•B*plain how prooadurea are to be followed in eatablishinq 
ajid maintaining thase linkages. 

Scarborough, Cayce (Auburn University). Organise and Direct 
tt\m Jotal Vocational Proy ram. 21 pages. ' — ~ — 

• List the characteristics of an effective leader. 

• Distinguish between the expertise needed by a vocational 
taaoher and expertise needed by a director. 

• Indicate the proces'i to be followed in Identifying the 
eomponents of a total vocational prograni. 

• Analyze the needs asBifiBment phase of the niodel. 

• Bicplain the concept of aelf -Quncept . 
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I. POBIiICATrOW DATA 

Meehan^ Wtarrill Dayeloping Short'* and Long^'Ranga Vocm * 
tlonal laucatlon Admlniatrativc Plang , PlttBbugghr PAT ^ 
University of Pittsburgh^ Competsnay-Based Progifain In Vdca- 
tlonal Aajnlaistratlon, 1977* 

72 pag#a# 8% x 11| puached, plaatio boundi aupli- 

oatad* Of a pro j eat id series, thii is the only moauie 
praaently available* 

II. TOPICS OR COWPETBNCIES 

CVE 8* Prepare annual progr^ plans* 

9, Prepare and update long-range program plang. 

ril, TARGET GROUP 

Pre- and inservioe vooational adnilnistrators. 

IV* INSTRUCTIONAIi APPROACH 

Competency-based instruotional module* Inoludea pre- 
assesaroent^ inforntation sheets* self -evaluation activitieflp 
and sljnuiatiari activities. Competence is to be demonsttated 
by subinitttng plans for approval. 

Basically stlf-oontainadp with alternate aotivitlea BUg** 
gestedt learning activities can tim selected to meet the 
needs of the learners. 

V* BASIS OF COMPETEMCY IDlNTIPrCATlOM 

Basis not stated in the moduler but apparently competanGias 
were iden-tiflad in a University of Pittsburgh study, 

Vr* DEVELOPMENT AND TESTING 

Pilot tasted with graduate students who were potential v^oca^ 
tional adininiitrators* Evaluation provided by learners and 
by profesaicrial iduaaviors* Revleed on the bases of testing 
and avaluatlon- 

Vir • SUPPORT mrERIALS 

None listed* 



10 14 



I, PUBLICATION DATA 



Norton, Robert E* at al> Apprais e the P aysorinel Development 
Netdg of yoaat ional TeaQhsra ^ Coluinbua, OHi The Center for 
VMatienal Iducationr Thm Ohio State University, 1977* LT 58 B-*3 

111 pages, 8^ h XI, dupllGatsdy plaatld bourid. One of a 

series of six instructional modules for the education of 

vocational administratDrs; all of which follow the same 
format and atructurei 

II. TOPICS OR COMPETENCIES 

81. Assess staff development needs. 

82. Assist in the preparation of individual staff 
profiles. 

83. Counsel with staff regarding parsoiinel development 
needs and activities, 

III. TABGET GROUP 

tre- and insarvlca voeat ional administrators i university or 
school^baaad programs. 

IV, IMSTRUCTIONAL APPROACH 

Competanoy^based instructional module * Includes information 
sheets, self -*as§e#sment aotlvitieSf praotiat and simulation 
activities , and final performanoe assessinerit form. Final 
aaaassment is based on administrator's performance while 
working in an^actual administrative situation. A qualified 
Maourae parson la required to guide, assist, and evaluate 
the learner -s progress , 

The module is baslaally aelf-^aontained , with optional out^ 
side readings and aQtivities. Independent learning aotivi^ 
ties allow selection of those needed by the learners to 
achieve oompetenoe. 

V» BASrS DP COMPETENCV IDENTIPICATIOM 

The competency list on which these modules are based was 
tdefitlf led using the DACUM approach, and verified by a 
select national group of experienced vocational administra^ 
torSi The list oomprlaes 165 task statenients^ 

VI. DEVEIiOPMENT AND TESTING 

Gaeh module was field tested with groups of administration 
studants in one or more instructional settings . ivaluations 
of the modules were done by resource persons, students, and 
other s. The present revised versioni are based on fields 
tast data. 
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VII. SUPPORT MATlRIAIiS 



A support doc\an@nt intendad for both the trainer and tralnae 
provldas information whloh is coinmon to al3 modules^ such as 
proo^durea for module usai organisation of modules, and def- 
initions of terms I 

Guide to Using CQinpetancy--Based VoQational Education 
Adm dnistgato^ M^^ ColuinbaSi OHi The Canter for 

Voeational S^ucatiDn# Tfht Ohio State Univarsltyi 1977. 
58 A 



Vlll* WHIR MODULES IN THE SiRIES 

Norton, Robert et ail , Dtvelop Local P lani for Voaational 
Educations Part I. 107 pag#s. LT 58 B-5 



CVE 



1. 
2. 

5. 

16. 

17, 

27. 

30. 
31. 



Survey stuaant and parent intarests * 

Collect and analyEs manpower nsads assessmant 

data. 

Involve aoiwaunity representatives in program 
planning and divelopmantt 

Intafcpret and apply state and/or federal voca- 
tional. eduQttion lagislation. 
Interpret and apply other relevant Btate and 
federal lagislation (auah as CETA} . 
Analfs^e the school's and conununlty' a feelings 
toward educational ahange* 
Design and oversee local research studies. 
Interpret and uea research results for program 
developinant and improvement. 



Norton, Robert B. et al . Divalop Lo oal Plana fo r Vocational 
Educatio n I Part XI . 97 pages* LT S6 8-6 

CVE 6. Ototain stata and federal services and resources 
for program development* 
7. Cooperata with district^ eountyi regional, and 
state agencies In developing and operating 
vocational programs. 
8^ Prepare annual program plans- 
9. Prepare and update long«range program plans. 
10. Develop ovefall vocational program goals # 
18* Develop plans for avaluating Inetructional 
programa . 

32. Develop supplMnental/remedial instruational 
programs to" meet student naedg* 

Norton I Robert B* et al «. Eitablish a Stud ent PlMmmmt%t 
flervlce and Coordinate PQllow^up S^ ^8 pages. US 58 B-4 

CVE 23. initiate . student and emplDyer follow-up studies. 
24. Analyse student and employer follow-up studies. 
S4. Oversee student job plaoement and follow*^up 
serviaes. 
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Norton f Robart E« et al > OrganiE e and Wprk with a Local 
VQgat l onal EduGatlon J^ isor y 78 pages. LT 58 B-1 



CVTE 109. Coordinats use of oceupational (craft) advisory 
eonwilttaes, 

110^ Organise and wrk mith a gaheral vocationfil 
advisory council. 

Norton f Robert E* at al ^ Suparyiaa Voqaitional Education 
Paraonnel * 67 pages* 58 B*2 

CVE 68 <p Counsel and advise staff on professional mat- 
ters* 

71 p Ovarsae the work of teachers and other school 
peraonftel* 

101. Represent teacher interasts and ooncarnE to 
othar adminiBtrators and the board. 

102, Develop effective interpersonal skills * 
105, Devalop cooperative problem-^ solving and 

decision-inaking .skills* 
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PtJBLICATIOW DATA 
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OBGmrBon, David ancl Curtis R. Pinohi Motlva tinq Voca * 

BlaojcsburgV VA? Virginia Polyteclmia Institute and StKS^ 
University^ Compatancy-Bmsad Administrator Education Projeeti 
1977. 

52 pages f Bh H 11, duplicated, 3-hole punched. One of a 
aerie's of sIk modules for the education of vocational 
atoinl#trators^ all of which follow the same baaio format 
and structure. 

II. TOPICS OR COMPETBMCIBS 

CVB 68* Counsel and advise staff on profesiional matters* 

111. TARGET GROUP 

Pra* and inaarvics vocational adminietratorai university or 
school-based program. 

IV. INSTRUCTIOMAL APPROACH 

Competanay^baeed instructional module i Includes inforimation 
sheets^ self --evaluation activities; ainulation activities ^ 
and final eoinpetency aaaessment form* Basically self* 
contained^ with optional additional readings. Independent 
learning activities allow selection of those needed by the 
learner to achieve competencBi 

V. BASIS or COMPETEMCV IDENTIFICATro^i 

C©E(\peteney list developaa from job deacriptions for voca*- 
tional administrators i intervls^s with adniiniatrators # and 
current reaaaroh studies. 

VI. DEVELOPMEMT AMD TESTING 

The module was pilot tested with students in at l^ast one 
instructional setting. Bvaluation by students ^ faoj^lty^ 
and third party r 

VII. SUPPORT MATERIALS 

User's Guide for tha itiodula series. 

VIII. OTHER MODUItES IN THE SERIES 

Iniplementing Compatancy^Based Instruction in Vocati^niil 
Education ^ 4 T pci g #0 . 

CVB 38% Guldfe staff in aelecting and using #f festive 
Instruotlonal strategies Csuch as Individual'* 
i^ed 4ns true tiori)* 

14 



Chismari, Arlington and Kathy Novak. Planning yacatlonal 
Edttgatlon Progyams for the Disadvantaqed and Hanaicapped. 

3 CVE 32. Develop supplamental/rsmadial Inatruotlonal 
programa to meat student needi, 

Looney, Eta p. and jamaa L, Hoernar. Formula ting Goals and 
Objaatives for VQOat ional Eduaatlon Pr^^ 95 pagag^ 

CVE 10. Develop ovarall voeational program goals. 

Elyi Ron H*, Curtia R. Pinchi and Era P* Loonay. Organising 
and Conducting StiafC Pevelopingnt Activlti ai for Vocational 
Teaeharg . 48 pagas, 

CVE 81. Assess ataff davelopment naeda* 

86. Arrange for workshops and other insar^iee pro- 
grams for profassional parsonnei, 
90. Evaluate staff devalopinant programs. 

Morgan# Samuel D. and David J, Oscarson, Preparing Local 
Plana for Admlniatar ing Vooational Edueation, 84 pages, 

CVE 8. Prepara annual program plans, 

9, Prepare and update long-range program plans. 
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The followinf materials and materiala-development projegts are known 
to ba in progress^ but Center staff have not as ymt personally re- 
viewed the actual inateriaLi or located detailed infarmation concern- 
ing their developnient i 

Colorado State Univ^arsity, Prof eisio nal Development for 
Vooation al A&ni nistratorg. Port Collins^ CO: Colorado 
State University, Dapartment of Vocational iducation, 1977. 

To date^^ Sevan fiiodiilee have bean developed, and tentative 
plans call for the development of min. more. As of Novem- 
ber 1977 ^ the.m^ulas were not yst available* Thm ttiata* 
rials are to fee tyrnad over to the state department for 
dtasemlmttion. T'he seven modules developed thus far are: 

• Slarnents of Motivation 
» Human Relatjoj^ 

•classroom oSServa tion and Supervlaion 

• Curria ulian - Majiagiment*-^A Sy stems Approaoh 

• Contmunioati g^^^ an d Tedh niquea 
*yrofeas io nal jtaff Mana geme nt and Development 
*tiaadsrship Styles and pgvelcpment 

Pundarburk, Kay and Billy Pope. "Improving Vocational Admin- 
latratlon^^ Richardson^ TXi Education Service Center, 
Septeinber 1977-February 1979* (A project, not a dociunent) 

This project is deslgried to improve preservice and inser- 
vice programs for the preparation of vocational adminis- 
trators in Texas* ^ong other objeotivesr the project 
will: (1) identify the needs of vooational administra- 
tors, (2) develop inservice materials in modular form to 
meet these needs ^ and (3) develop a training package to 
increase the managarnent skills of vocational administra-* 
tare . 
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PART II 
Related Modules 
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American Instltutea for R^seardh. VQoatlQ nal Ed ucation Curriculum 
gMglaliat Mat€rialB > Washington^ DCi GQvernment Printing Office, 
1976, 

This sarieg of 22 instructional modules is designed to train 
ap0^i61ists in VQcatlonal aducation aurrlculum. A number of 
fcht topici ana conaapts involv^ad are also of oonoern to vooa* 
ttorial adminlstratora, particalarly as they plarii develop, and 
ai/aluate currtcula* 

The serias is divided into two groups of modulaai "introduc*^ 
tory Modules" designed to bring etudents with minimal prapata-' 
tion in vocational iducation to readiness for training in a 
cor© program I and "Core Modules*' which oonititute specialised 
training units, An Installation guide is available. 

The modules Irivolve additional required outside readings* 
Instruction and evaluation are basically aognltive^ rather 
than field^basad performanoe. Following is a list of module 
titles appropriate to the training of administrators^ and the 
CVE administratQr ooTOpetaneies to which they contribute. 

Intyodu ctory Mlodulefl i 

^he Saepe of Voaatifflal Edu cation 

CVE 10» Devalop overall vocational prograni goals. 

Roles of Vocational Eduoators in Cuuriauluin Management 

11. Coordinate district curriculum development 
afforts^ 

Current Trends in vocational Education 



Organization of Vocational Education 

CVE 5i Involve comniunlty represeritatives in program 
planning and development, 
7. Cooperate with district i eounty, regional, 

and atat© agenciaa in daveloping and operating 
vocational programs. 

Ijagiala tive Mandatea for Vocational Edttoation 

16, Interpret and apply state and/or fader al voca- 
tionml education legislation. 

Thm Pra paration eg Vo cational Educators 

88 • Provtda for preservice prograune for profes-* 
sional peraonnel. 
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Core Modules i 

Assesiing Manpower Needs and Supply in Vocational Education 

CVE 2, Collect and analyse martpov^er needs asseesnient 
data. V:, 

Fiscal Management of Vgcatlonal Education P rogramg 

CVE 6, Obtain state and federal aervices and resouroefl 
for program development* 
38, Guide staff in seleeting and using affective 
Instructional strategies (such as Individual- 
lEad instruction) * 

Introducing and Maintaining Innovation 

CVD 27* Analyie the school's and comnunlty'e feelings 
toward educational change* 

Managing Vocational Educ ation Frograms 

CVE 37. Prepare a master schedule of couree offerlnga* 
38. Guide staff In eeleotlng and using effective 

instructional stratagles (such as Individual* 

Ized Instruction) # 
51, Oversee school admission aervices* 
61. Establish staff selection and recruitment 

prooedures. 

140, Procure equipment and furnishings. 

141. Plan space requiremanta for programs* 

143. Develop and Implement an equipment and supply 
Inventory system* 

General Methods and Techniques of Educati onal Bvaluatlon 

CVE 21* Design and select instruments for avaluatlng 
the instructional program. 

Procedures for Conducting Evaluations of Vocational Bduaa -* 
tion "~" 

CVE 22. Evaluate the effectiveness of the Inatrud* 
tlonal prograin. 
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The canter for Vocational Education, The Center's Performance- 
Basad Taaohar Education Modules, Category Ai Program Planning, 
DevelOiHnent^ and Evaluation and Category Gt Schaol-Conimunity 
Relationa. Athens , GAs American Association for Vocational 
instructional Materials (AAVIM)^ 1978, 

Although deeigned for use by teachers * the 21 modules in these 
two categoriea coyer skills needed and used by local adminia-- 
tratora, The modulee are part of a serlea of 100 performance-- 
based learning packagta focusing on the specific profaaaional 
competencies needed by vocaticnal teachera* all of which have 
baen aKtensively field tested. Each module covers a single 
teaching akili, which ia achieved through a aeries of learning 
experiences that integrate theory and practice; each culmi- 
nates with crlterion-refarenced asiesament of the teacher's 
performance of the apecifled competency in an actual school 
altuation* 

The titles of the modules in theae two categories are as 
follows t 

Prepare for a Community Survey ^ 72 pages ^ 
Conduct a Community Survey, 44 pages . 
Report the Findi n gs Qj^aCommunity Survey , 64 pages. 
Organize an OcG upatio nal Aavisory Committee . 
32 pages. ~ 
Maintain an Occupa tional Advisory Committee . 
40 pages. ^ 
Develop Program Goals and Objectives . 36 pages. 
Conduct an OccupatJLQnal Analysia . 72 pages. 
DevelQp a dourse of Study . 52 pages. 
Develop Long^Range Program Plans . 36 pages. 
Conduct]^ a Student Foliow-^Up atudy . 64 pages. 
Evaluate Vour Voca tional ProgramT 56 pages. 

Develop a Schooi-*coimnunity Relations Plan for Your 
Vocational Program ^ ^ ^ 

^ve Preaentations to Promote ^our Vocational Program 
Develop Broc hurea to^ _ Promote Your Vocational Program 
Prepare Dlsp laya to P romote^our Vocational Prog ram 
Prepare mwa Relaaaea and Articles Concerning Your 
Vocational Program " ^ ^ — ' 

Arrange for" Televiaion ana Radio Presentations Con- 
cernin g Ypur Vocational Pr ogri^ ~ . 
Conduct an Open House 
Work vith Me mbers of the Community 
W ork with State and "Local Educators 
Obtain Peed baok about Your Vocational Program 



♦Modulea in the G category are not yet available from the pub- 
llflher. They should be printed and available toward the end of 
March 1978. 
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A-l 

A-a 

A- 3 
A-4 

A- 5 

A-6 
A- 7 
A-8 
A- 9 
A-10 
A-11 

*G-l 

G-2 
6-3 
G-4 
G-5 

G-6 

G-7 
G-8 
G-9 
G-XO 



Four 

oc tr~ ' ... 

Pardig, Glen B. , Robert E. Norton, and James B. Hamilton. 
Guide to the Implameritatlon of Pargojcmance^Baaa a Teachar Edu- 
^^^J-O"' Atnans, GAi ^erican Asaociation for Vocational 
Instructional Materials (AAVIM) , 1377. 

Hamilton, Jaraei B. and Karen M. Quinn. Resource Par aon Guide 

to UB3.nq Pgrformance-Based Teacher gdueation Mate glali. ^ 

Athena, GA I American Aasoeiatlon ior Vocational Instructional 
Materials (AAVIM) , 1978. 

Norton, Robert 1,, Lola G. Harrington, and Janet Gill. 
Perforroance-Baaed Teacher Edueatioftg T?he State of the Art— 
General Educat ion and Vocational Ed ucation. Athens. GAi 
??f^i2f" f 2SS°^**^°" vocational Inatructional Materials 

tAAVIM) , 1977 . 

Norton, Robert E. and May W. Huang. Student Guide to Using 
PerfoCTiance-Base c l Teaqher Education Mat^rJ^la . Afchena. dA?" 
American Aaaociation for Vocational Instructional Materials 
(AAVIM) , 1977. oi.B*irtj.8 
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Waahington State University, Department of Education, Currlculu nt 
for Graduata Proggain to P repare yooational Education Curriculum ^ 
SpagialiitSt Pullman, mt Waahingtnn ^^m^^ fit^i i.^^^^ t-y , Department 
oFEduiitlon i 1976. 

Thin ourrlculum for vocational curriculum spaciallsts cortSiiti 
of savan inatruotional modules, an introductory module, and an 
IrjUtallation guide. The competencies covered in these materials 
ar© related to thosa of vocational administrators as they plan, 
davelop, and evaluate vocational curricula • The niodules in- 
oluda required outilde readings^ other leaniing activities, 
a«d! self-evaluation procedures* Both the aont#nt and evalua-- 
tlons are basically cognitive t 

The following module titles can contribute to learner achieve- 
mmttt of the administrator competencies Indicated i 

D aveloping Curriculum I Goals. Object ivas and Instructional 
Plans ^ 109 pages. ~ ^ — ^ — ^ "^^^ 

CVB 3. Direct occupational task analysts for use in 
curriculum development. 
10* Develop overall vocational program goals. 

Preparing for Cur riculum Change > 56 pages * 

Survey student and parent Intereati. 
Collect and analyse manpower needs asaessment 
data* 

Develop supplemental/remedial instructional 
programs to meet student needs ^ 

Evaluating and Using Needs Assessment and l^anpower infor-^ 
mat ion, ' ^ ^ — — — _ _ 



CVE 1. 

32. 



CVE 27* Analyze the school's and oommunity's feelings 
toward educational change. 

Pre paring Instrugtlonal Materials ^ 40 pages. 

CVE 48 t Approve selection of instructional materials. 

Praparinq for Curriculum Evaluation. 108 pages. 

CVE 18. Develop plans for avaluatlng instructional 
programs, 

21 t Design and select InBtruments for evaluating 
the instructional program* 

22. Evaluate the effectiveness of the instruc- 
tional program i 
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PrQmQtlng PrQfeaalenal Growth and Staff Development , 71 
pagas . 



CVE 85. Conduct workshops and other iniervice programs 
for profesalonal personnel, 

86. Arrange for workshops and other inaervice pro- 
grams for profeaslonal personnel « 

90. Evaluate staff development prograins* 
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Walli Jamas B* etal. Industry Servlaes Leadership Davelopment 
Pyoqgam . State College i MSi Miisiasippi State UnlvereityV College 
of Education f 1976. 

This program oomprises a series of self-paced instructional 
modulas that have been developed specifically for "Industry 
Sarvica Leaders," i.e.^ educators who are in charge of pro- 
grama that work with local industry to train workers. Voca- 
tional adminiatratora in areas where such industry services 
programs are in operation should be competent in program plan- 
ning and management. While moat of the 33 modules in the 
series are limited to use by the practitioner, some could be 
valuable to adminiBtrators, The modules are basically self- 
contained with self-checks and final parformance assessment 
forms* The information sheets are in the form of outlines. 
A users' guide is available. 

The following module titles may be useful for training voca- 
tional administrators I 

• Davaloping Training Agreements 
• Deyeloping a Laad-Time ScheduTe 

• Saleoting°^Types of Tra inin g Programs 

• Interjpreting Legislation Related to Industry Serviaes 
• Preparing a Budget for an I ndustr y Services Project 
• Traini ng Tnatructors for Industry Service? 

• EvaluatTng Industry Services Programs 

• Developing a Procedure for Keeping Participating Agencies 

• Inf Pinned about Program Activities 
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PART III 



General Instructional Referenaes 
for Administrators 



Mrolnlatrator Evaluation. The Beat of ERIC Series, Number 1 . 
Eugene, ORi Oregon Unlveraity, ERIC Clearinghouae on aducational 
Management, 1974. 6 pages. 

ERIC Abatraeti This bibliography presents 23 annotated cita- 
tiona of documents and journal articles in the ERIC system 
dealing with various aspects of administrator evaluation. 
Materials range from overviews of current administrator evalua- 
tion philosophy and practice through manuals and guides for 
the evaluation of the performance of principals and auperin- 
tendentfl. (WM) 

Atteberry, Jim W. , Wilbur R. Miller, and James A. Pershing. Im- 
proving Vocational Eduoafcion Planning i More Myth Than Re ality? 
Final Report. Columbia, MOi university of Missouri-Columbia, 
Department of Practical Arts and Vocational-Technical Education 
1977. 260 pages. 

This document deacribes a project for designing, developing, 
and testing a comprehensive management plan for vocational 
education which was undertaken in response to recent federal 
lagisiation emphasizing the importance of the planning pro- 
cess in voeational education. 

Section I of the report describes A Vocational Education Plan- 
ning Model based on the general systems approach to planning. 
The inability of Management Information Systems (MIS) to pro- 
vide needed information is discussed and recommendations for 
improvement are offered. Five techniques useful in providing 
ft framework for a decision-making support system are described: 
linear programming, goal programming, simulations, statistical 
analysis, and heuristic models. And,, a model for evaluating 
the voeational education system based on system goals is ore- 
aentad. ^ t- 

Seotion II presents detailed examples of the most innovative 
applications of The Decision Making Support System through 
linear programning, goal prograiraning , multivariate statistics, 
and heuristic methods. Detailed, technical explanations are 
proyided concerning a number of areas including resource allo- 
cation planning problems, employment projection planning prob- 
leras, and client identification problems. The relative use- 
fulnesB of each technique in various situations is also dis- 
cussed. 

Section III addresses a variety of issues concerning the broad 
topic of the improvement of planning processes, primarily from 
the point of view of the existing barriers impeding such im- 
provement, but ends on a more positive note. 

The report is readable, but the content is technical to the 
point that it would probably not serve well as an introduction 
to the topic of program planning. 
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BeHon^ Jerry J, mt al , claasrQQm Supervision and inBtruetlonal 
Impro vament 5 A Synargetio Proaesa . Dubuque/ IaV Kandall/Hunt 
Publishing Company, 1976. 76 pages. 

Thia ^ok was daaigned to help any teacher, admlniatrator , or 
supervisor interested in halping to improve inBtruators , The 
authors aontand that the iupervisory teohniquea usually em* 
ployed which eould result in instructional improvement have 
inetaad been ueed eimply to rate taachers for admlnistrativa 
purpoaae* The aynergatic process requires that the "pro- 
oassas and prooadures used in the supervieion-evaluation pro- 
gram must provide opportunities for cooper ative, non-hierchical 
working relationships. Power and influenoa need to be shared 
by teachers and administratori if development and renewal 
activities are to suocead.'* This book provides general back- 
ground inforrnatiofi conqerning supervision and then outlines 
and axplains the synrirgatic supervisory process, including 
pre-obsarvation conferancaSf ciasaroom observation, post- 
observation eonfarances^ evaluation procedures, and the roles 
various parties play in the improvamant of instruction. 

Borgan, Joseph A* and Dwight E. Davis* Planning , Implament jng , and 
Evaluating Career Preparation Programs . Bloomington, Ihi MoKnight 
Publishing Co., 1974. 472 pages. 

This salf-inatructional manual, developed as part of the Illi- 
nois Ocaupational Curriculum Project (lOCP) , was designed to 
assist local leaders in comprehensive high schools, area voca- 
tional canters, and community collegas in the planning i imple- 
mentation, and evaluation of career preparation programs. 
During the developmental phase, the manual was used extensively 
in the field, and the final product reflects input received 
from these users. 

The manual includas five sections (packaged in a S-^ring loosa- 
leaf notebook) . The first section provides information needed 
to use the manual effectively, including such skills as writing 
maasurable program management objectives and developing a work 
plan. The remaining sections cover the four major components 
in the program planning and evaluation process i (1) identifi- 
cation, (2) development, (3) implementation, and (4) evalua- 
tion. 

Each component is further broken down into key guestions (e*g. , 
"What are the suggestions for possible programs or modifioa- 
tions of existing programs?"), and then each question is fol- 
lowed by the key activities to be performed (e.g., "Efltabllsh 
$nd conduct a meeting (s) of a general or specialized ocoupn^ 
tional advisory committee"). A total of 29 questions and 62 
activities are covered* The user proceeds step by step 
through these 62 activity topics, reading background informa- 
tion and completing tasks using, among other things^ a variety 
of sample forms, letters, reports, etc. 
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The length, organisation, and complexity of the manual could 
frighten away some uaera, but, as the authors point out, plan- 
ning is a lengthy and complex task, and this document seems to 
have done an exoellent job of breaKing this task down into 
small, nianageable, well-iequeneed parts, 

Boyan, NOrtnan J., Project Director. Training Coordinator's Guide i 
The ingt rustiqnal Superviaion Training! Program ^ Three Volumes: 
Tralnfnq Coordinat or's Guide , 192 pages i Handouts, 70 pages; Bead- 
j-nga , 441 pages. Santa Barbara, CAi University o£ Calif orniaT" 
Graauate School of Edueatlon, 1973. 

These materials were developed during three years of experi- 
ment, davelopment, and revision to assist Teacher Corps team 
leaders in assisting and aupervising intern teachers, using 
an Inatructlonal Supervision Proeesa. According to the devel- 
opers, the materials include written information modules, 
exercises, self -tests, role-playing activities, and an oppor- 
tunity to demonstrate supervisory skills in an actual super- 
vision situation . 

The Training Coordinator 'a Guide includes seven pages of in- 
struction for the training coordinator, mostly of a nuts-and- 
bolts nature (e.g., "familiarize yourself with the training 
materials"; "set up your training sohedule"; "arrange for all 
resources"). The remainder of the guide consists of a series 
of Bequential units to structure the training activities. 
Each unit Includes a statement of purpose, participant objec- 
tiVea, approximate time needed (from 30-240 hours; total time 
for all units is 2,202 hours), materials needed, and activity 
directions. Nothing is left to chance. The trainer is led 
step by step, provided with the actual statements he/she 
should make, and given explanations concerning the rationale 
for specif Ic activities, the content of the media to be shown, 
and the meaning of new concepts to be introduced. The direc- 
tions include not only instructions to the trainer, but also 
the actions to be expected by the participants. The guide 
ends with (I) an Outline of Training which shows the aetivi- 
tlea Involved in each unit, and the materials and time needed 
for each activity, and (2) masters for 22 transparencies. 

The Readlnqa document (organized in a 3-ring, loose-leaf 
binder) includes 5S readings on the subject of instructional 
aupervtslon, and abstracts for 30 observation instruments 
The readings include information sheets, typescripts, role- 
play instructions, observation sheets, written exercises, 
remedial exerelse directions and answer sheets, and unit sum- 
BiarleB . 

Thtt^Handouts are handed out one at a time as indicated in the 
trainer's guide, and are placed in the Readings document at 
the point indicated by the page number provided on each hand- 
out. Handouts include answer sheets and exercise instructions 
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Burger, Laura J. and Judith J. Lambrecht. Handbook for Vocati onal 
Inatruatorg Inter ested In CompetencY-Based Iducatio nT ~MinneapoH « , 
mi Univeraity of Mmneiota, Minnasota Research Coordinatincr Unit 
1974. 114 pages. 3 f 

Although deiigned to help vocational instructora develop and 
implement competency-based prograniB, this document could prove 
very helpful to an administrator interBStod In helping ataFF 
to design and install such programa. Excel lent, thorough pre- 
sentation of the key characteristics of CBI , consistent with 
the material produced by AACTE and The Center. 

SLu steps are provided for articulating the curriculum at the 
local level, as follows i 

1. List the occupations. 

2. Decide which occupations to teach. 

3. Draw the worker mobility chart. 

4. Outline the occupational curriculum organization of the 
complete occupational program, 

5. Write each of the modules shown on the outline. 

6. Develop a record-keeping system assigning grades. 

All explanations are very clear, srtd the step-by-step organi- 
zation IS very easy to follow. The section on writing modules 
is particularly well done, and makes this a handbook worth 
reviewing. In addition, however, the appendices include a 
glossary, sample task inventory, information on making your 
own task inventory, information on measures to determine learn- 
ing achievement, and information on classroom media. 

S"^^' ^^f"^^ Placement Services; A Training Manual . Ann Arbor, 
MI; Prakken Publications, Inc., 1977. 157 pages. ~ 

This manual was designed for use in a training workahop setting 
(70 hours over 1-2 months) to assist state departments of edu- 
cation and local education agency administrators, and others 
in constructing and implementing a comprehensive model of a 
iob placement program. Each chapter includes stated objectives, 
information, and suggested learning activities in which work- 
shop participants can engage. The workshop trainer is an 
organizer/facilitator rather than a specialist; the manual is 
designed to be a self-contained instructional package. 

The manual and training program have been field tested at 
three pilot sites, and were revised as a result of the evalua- 
tion data gathered, A special strength of the manual is 
found in the lengthy appendices, including a wide varitty of 
■ample forms, instruments, case studies, and supplementary 
infopation. Overall, a very comprehensive, in-depth coverage 
of the topic. e- 
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CQOfieratlva Vocational E duaatlQn Guide for Coordinators and Admlnls 
tratorm , Honolulu, nii state of Hawaii, Department of iduaation, 
Of fide of Instrustlonal Services , n.d. 225 pages. 

This is a fairly standard document, similar to that available 
trmm a number of states Including Minnesota. Material in- 
oliudad was compiled from a number of already available sources 
and, for the most part, is far more relevant to the coordlna- 
toir than to the administrator. The adminlBtrator ' a role and 
raaponiibilities cover nine pages only. The remainder of the 
d(Deijmant covers the nitty gritty reaponaibilities of the 
coordinator, with quantities of sample forms^-lnfonnatlon not 
naeessarily critical to the adminiitrator ' s ability to super- 
vise the program* 

Topics include the following i 

•Definition and Objective 
•Beneflta of Cooperative Education 

• Initiating the Cooperative Program 
•Role of the Teaoher-Coordinator 
•Advisory Committea 

• Related Instruction 
•Federal & State Laws 

Copa, George H., Edwin Geigle, and U. 0, Imade. Factors, P rior- 
itiea, and Information Needa In Planning Vooatlonal Education: — ^ 
Vlaws of Salacted Educational Planners in Minnesoti^ Minneapolle, 
yniversity of Minnesota, Department oi Vocational and Techni- 
cal Education, Minnesota Research Coordinating Unit for Vooatlonal 
Eduaation, 1974. 63 pages. 

The first 44 pages of this report document a study designed 
"to identify the factors and information needs of educational 
planners in Minnesota as they face decisions in planning voca- 
tional edudation," As part of this study, a group of educa- 
tional planners were asked to participate in a series of eight 
simulation activities requiring them to deal with planning 
••dilammas*" The participants thus revealed 173 different fac-- 
tors which they used in making daclslons. One of the recom-^ 
mendatlons growing out of the study was that the Bimulatlon 
activities should be used "as a teaching strategy to assist 
vocational education adminiatratora In becoming aware of and 
in dealing with the factors and thair interaction in planninq 
vooational adueation*" 

Included in the appendices are sample background information 
for the simulation, a sample simulation exercise, and a list- 
ing of the 173 decision -making factors, grouped into eight 
categorlesi satisfaction, satisfactoriness, efficiency, 
alternative sources, quality, equal opportunity, legal, and 
mutual satisfaction. 
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Use J not of this report, but of thm simulation matariala de* 
scribad^ aould be beriefiaial to pre* and inservice local admin- 
istrators. Thm simulations are contained in the following 
doQiimtnt I 



Copa, George H. ^ Bdwin K, GmLglm, and Donald Irvini Jr. 
Critical Issues in Planning Vocational Educa^ A Series 

of SlmlatiQn Exerciges r Minneapolis, MNi University 
Minnesota r Department of Vocational and Technical Education, 
Minnesota Researob Coordinating Unit for Vocational Educa- 
tion^ 1976. 95 pages ^ (loose-leaf i 3-hole punched) 

Dull, Llo/d {Ed, and CoropO The Heart of Ins truction, Columbus, 
OHt The Ohio State University, Ohio Agricultural Education Curri- 
culuin Materials Service ^ 1977. 

This la a series of 13 booklets designed to aaslfit the voGa- 
tional teacher and other members of the instructional team- 
counselors, supervisors, and administrators—to improve InBtruc- 
tion. Each booklet contains three parts as follows: 

Overvleirf * provides a general introduction to the topic 

Resources ^ a compilation of a variety or original source 
documants that deal with specific facets of the major topic i 
each source is usually brief, readable, and presents a 
practical point of view 

Performance Activities - suggested activities generally of 
a v?ritten nature (e.g^, write, list, describe, name, pre- 
pare, develop, identify) 

The 13 booklets are as follows s 

i' It Starts with the Teacher , 56 pages. 

2 . Psychology of L earning, 44 pages , 

3* Undarstandi ng the Adolescent Learner , 54 pages. 

4* Selection and Use of Instructional Resources ^ 64 pages * 

^* iglection and Uee of Tea chin g Strateglis . 54 pages ^ 

6' Eftep ti ve Lesson Plans and Assigmnents T' 58 pages, 

7, Reaching Coitmiunlcation Skills , 56 pages. 

8* Selatj^onsh ip off Math and Science Principles to Voca - 

ta^onal Curricula ^ 60 pages. 

9. ClassrOQm CllinaCe for Ef f ective Learning , 60 pages, 

10- Claesroom and Laborator y Management , 'T? pages, 

11* Techniques of School and Classroom Discipline , 52 pages. 

12 . Evaluation oi Learning 60 pages. 

13, Leadership for Improved Learning . S4 pages. 
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Hoigomb, Robert E, , Droject Direator. Quidel lnea for Occupational 
Prpgram Planning i A HandbQQk t California^ Call for ni a Cominun ity ~ 
Collagea QhmamtTorf^oiTrcm, California State Department of Educa- 
tion, Los Angeles Conimunity Colleges District, California High 
Schools and ROC/ROP Distriets, 1977, 126 pagei. 

This manual, developed as part of a ten-month project to pro^ 
duee Guidelinei for Establishing , Modifying and Terminating 
Occupational Programs, deals primarily with program initiation. 
Using input gathered from California high schools, ROC/ROP, 
and college distriots, and from State Boardi of Education 
throughout the nation, a manual was developed which includes 
three basic elanients; 

• a flow chart depicting the critical decision points in 
program planning, stated in action terms (39 total activi- 
tiaa) 

•descriptions of successful experience-basad modele 

• guldallnes for occupational program plan 

For each sequential item on the flow chart (e.g. , "identify 
personnal needs") , there is a oorresponding chapter, including 
a guideline (e.g. , "prior to moving to a definitive assessment 
of a proposal, a tentative overview of personnel needs should 
be made**) i procedures, usually an eHplanation of just a few 
paragraphs; an3 questions to assist the program planner in 
chacklng his/her policies and procedures. 

Although the procedures sections do not provide in-depth 
answers, the manual manages to provide a usable step-by-step 
proaedure whieh would assist the novice in raising the right 
queatione as he/she approached the planning process . 

Iniprovi ng Instruct ion throu gh Supervision . College Station, TKt 
Texas A4M Univarsity^ Vocational industrral Education, Vocational 
Instructional Servicaa, 1975. 73 pages. 

This monograph provides a sununary of supervisory practices 
which deal with the Improvement of instruction, including 
information on the following skills § 

i selecting the tools of instruction 

• selecting and inducting new instructors 
training or aisietlng in training instructors 

• exemplifying skill in the instructional process 
•keeping instruction geared to the needs of industry 
•evaluating instruotion 

•promoting enthusiasm for dynamic instruction 

• scheduling suparvisory functions 

•visiting claseea according to a planned program 
•helping instructors in principlas of shop and class 
manafement 
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•conducting teachera' meetings and group conferenceo 

• preparing BUpervtaory buHatins 
•praGticing sound principles of human relationi 

• reconniending the purchase of equipment, tools, and supplies 

• evaluating BUpervlsion , f s» 

Consists of a brief, readable, and practical overview of the 
key elementa of each skill; outlinish and lacks in-depth 
detail concerning any one topic. Excellent introductoty-type 
document, ' rt^^ 

Includes a cheokliat for the supervisor to use in evaluating 
a teacher s overall performance and various lists of criteria 
concerning some skills within the narrative itself. 

Koble, Daniel B. , Jr. and Mark Newton (Comps. and Eds.) Developing 
the Leadership Potenti a l of Urban Vocational Education Aajn i n lat M - 
ll^- Columbus, OHi The Center tor Vocational Education, The oKio 
State University, 1976. 199 pages. 

Tail ^ofV">ent is a compilation of the papers presented at the 
1916 National leadership Seminar for Administrators of Voca- 
i""*-^-f^!?f«tion in Large Cities held at Columbus, Ohio on 
March 28-31, 197 6. Seventeen papers are included. The thrust 
Of the seminar was directed toward developing position state- 
inents concerning the role of the large-city director in four 
key areas, as follows: 

developing curriculum 
• impro%fing Instruction 
•developing personnel for leadership 
•influencing policies, 'deoisiona, and top management 

E., Jr. and Mark Newton (Comps. and Eds.) Developing 
t&e Leadership Potential urban Vocational Education Admlnf ^t f a- ? 
l 3»Li?°"^S ffSgM^ ■ coiumbua, OHi The Center for Vocational " 
Education, The Ohio State University, 1977. 129 pages. 

2°f^""? * compilation of the papers presented at the 
1977 National Leadership Seminar for AdminiBtrators of Voea- 

M^S2S ^^^5® at Columbus, Ohio on 

March 26-29, 1977. Fourteen papers are incl-aded. The thrust 
of the seminar was directed toward developing position state- 

large-city vocational education 
personnel m four key areas, as follows i 

•evaluating programs based on job placement and labor 

•meatlng the needs of handicapped persons in regular voca- 
tional programs ^ s 

• aehieving urban vooational improvement by involvino 
national organiaations 

• assuring that funds allotted to cities for vocational pro- 
grams are spent for their intended purposes 
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Papers in both documents are briaf and readable^ and the mate- 
rials could provide the prospective administrator with prag- 
matlo information or a basis for provocative diacuasion with 
peers , 

Patrlak, Peggy W* Planning Vocation al Edueationi A Guide fag LoaAl 
School Adminiatratora , Little Rock, ari Arkanaaa Dapartment of 
iauoation^ Division of Vocational^ TeohniGal,^ and Adult Iducation^ 
Office of Program Planning and Evaluation, 1977. 32 pages. 

Deaeribea a Comprehensive Planning Model designed to provide 
guidalinaa to help a local school administrator eitablish a 
Qomprehansive and ayatematlc approaeh to planning vocational 
adUQation. Cover a the bLh basic steps in the planning process 
with the support of a wide variety of graphioi and sample forms. 
Although the process is deBcribad in a simple step-by-step 
fashion^ there is an assumption made that the reader already 
knows how to perform oertmin key aetivitias (e.g., conduotlng 
a student survey, student fsllow-up study, parent and conmuni- 
ty survey, manpower survey? analyiing data; etc.). An adminis- 
trator with these skills would find this document helpful in 
structuring a rational planning process* 

Planning for yooational Education . East Lansing, Mli Michigan 
State unlversityi Proaction rnstituta, n.d. 213 pages, 

Aceording to the developers, this book is designed to instruct 
axperianoed vocational education administrators in techniques 
for preparing their prograine for the future. It containa 
Qhaptara on manpower and student population projections, in- 
atructor and faoilitiea needs ^ and finance. The final chapter 
relates vocational planning to other planning aysteTOS. 

Mine other doouments relating to vooational planning are 
available from the Proaction Institute. Four would seem to 
have particular relevanea to the vocational administrator/ 
as follows s 



Vocational Educa tion Summary Planning Prograin . 14 pages. 
. (Step Ones a simple Introduction to the Proaction insti- 
tute's planning system) 

Preliminary Long-Range Pl anning Model. 50 pages. (Step 
Two I a simple seii-teaching ' system to introduce adminie- 
tratora to the aonoepts and procedurea underlying the plan- 
ning system developed by the Proaction Institute) 

A^P^iic^y Information Syatem for Vocational Education . 
139 pages. (Step Threei Oeif -explanatory , self-teaching 
manual to lead a vocational administrator through the plan- 
ning process) 

fiata El ement Dictionary for Vocational Education . 140 pages, 
(a refaranee source for thoSe wishing to set up a management 
information system for vooational education) 



Posner, George et al ^ Program Planning In Two^Year Collages i A 
Handbook , Ithaca, NYi Cornall Univeriity, New York Stats College 
of Agriculture and Life Sciences, Department of Education, 1975. 
159 pagae. 

In order to help two-year college faculty and adminiatratorB 
make appropriate program decisions, a Syatem was developed and 
evaluated aa part of a project funded by the New York State 
Education Department. This document containe three parts. 
Part one contains simple step^by**step explanationi of each 
phase and task in the System. Part two gives the reader a 
description of the literature review conducted during the pro^ 
ject which provided the key concepts on which the System is 
based. 

The final section contains a simulated program planning exer- 
cise in which the reader is asked to review information from 
a variety of sources in order to decide whether or not a epe*- 
cific program should be implemented at a given college* The 
simulation does not relate directly to the System ^ but knowl- 
edge of the system will help. The developers admit to some 
limitations in the effectiveness of the simulation (e.g., 
limited information i etc.), but feel that is use can— 

•provide inexperienced planners with a "feel" for the mate- 
rials and sources of information in program development 

• expand the list of sources used by eKperienced planners 

• reveal the interlocking nature of many types of information 

• reveal the hidden "aysteros" — ^the priorities— of planners 
that cause them to use particular types of information in 
particular ways 

Preston, John H. ^ Project Director. "Leadership Institute for Dl* 
rectors and Supervisors of Vocational Education ProgrMia in Georgia," 
Atlanta, GAs Georgia State University^ College of Education, Da* 
partment of Vocational and Career Education i in cooperation with 
Georgia Department of Education, Office of Adult and Vocational Edu- 
cationi September 1977 to June 1978, 

This institute was designed "to improve the overall quality of 
VQcational Education in Georgia by providing in-service train- 
ing {ten; monthly four-hour sessions) for approximately one- 
half (401) of Georgia's Vocational Directors and Supervisors, 
The training for these secondary and post-secondary adminis- 
trators focuses on eight of the national priorities for voca* 
tiohal education as identified in the 1976 Amendments, as 
follows I 

•Eliminating SeK-Bias and Sex Role Stereotyping 
^^^^ ^ V Data and Information System 



• Byiinr^a'^lndustry-Labor Input Strategy 

• A Cc '^*?nsiva Placenient Syitem 

• Neetl Needs of Disadvantaged and Handiaappsd Students 

• Inter ic f VOGatiQnal and Aaademie Prograine 

• A Staff 4.^alopment pE^ograin 

• A Program Evaluation iyatem 

To facilitate the achievement of institute objectives ^ Dr. 
Prestoii has initiated the development of a series o£ assess-- 
mant and planning guidee for participanta to use in addresaing 
the major themes covered. To data, two auoh documents have 
been produced s "Vocational Education Administrators Assess- 
meat aand Planning Guide for Reducing or Eliminating Sex-Bias 
and Role Steraetyping'' (18 pages) i and "Vocational Education 
Adnilnistrators Assessment and Planning Guide for the Improve-* 
inent aiid Evaluation of Local Advisory Coimnittee Activities" 
(20 pages) * 

EaDh guide contains an introduction, iinformationi assignment 
guidelines, criteria, and suggested activities. The informal 
tiort, though brief and, in one case, geared to Georgia specie* 
ficalJyi is well written. Use of the assignment guidelines 
would require more direction or the presence of a users' 
guide. However, the real strength of these guides is the ex- 
tanaive criterion eheckllste for evaluating the skill area, 
and tha activity lists which amount to step--by-step outlines 
for performing the skill effectively. 

Ramey, Waltar S* A Gui de for the Organization and Operation of 
Local Ad visDr y CQfmnitteeg tor Vocational Education . Richmond / VAs 
Virginia CoBimenwealth University, School of Education, Department 
of Secondary /Post Secondary Education, 1975, 74 pages. 

Aceordtng to the developers, this dociment is designed to 
guide looal vocational educators in developing vocational edu- 
eatlDn advisory conmiittees, restructuring existing committees, 
and Ijiaorporating certain principles into an ongoing committee 
that wllX facilitate communication and contribute to the over-* 
all yoeational education progrwii in Virginia* It can be used 
by taaahars, or to orient school board members^ school admin^ 
istratora^ and advisory committee members to the key concepts 
InValved* 

Virgiiila-'Specific, but the concepts are generali^able to other 
sta£as« Narrative provides a good overview of the nature and 
functions of such conmiittees, steps to follow in estabiishing 
a comiiiittee, and the need to maintain the committee and aval- 
uat© Ifcg ©ffectiveness. Appendices provide a variety of sup- 
port aatariala* including a number of forms and guidelinas 
for usextn establishing and working with a vocational advisory 
; aonuiiittee , 
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The brief, genaral nature of the doQumant should make It an 
ideal tool for an administrator to use in aoming to grip! with 
the topic and determining his/her role relative to the organi* 
Eation and operation of such committees* 

Ramp/ Wayne S., Frojeat Director ^ and James C* Parker i AasiBtant 
Director. Occupational Education Laaderahipg A Parfortnanae Baged 
Approaah . Carbondale/ iLs Southern Illinois University at Carbon- 
daie7 Department of Occupational Education, 1974* 253 pages. 

This document describes a transportable model program for occu- 
pational education leadere/adminiBtrators which is currently 
in operation in Illinois. The document is designed not as a 
textbook, but as a handbook of useful helps and resources from 
which program developers can select. 

The program, now in its fifth year of operation, is based on 
159 competencies judged to comprise the occupational education 
adroinistrator*s role, as identified in the joint Ramp and 
Anderson study in 1972, Affective and cognitive sample per- 
formance indicators have been written for each of the 159 
cOTipetencies to help in the assessment process. 

Students engage in at least three distinct types of learning 
activities : ^ 

1, Each serves two hours per day for one academic year 
as a supervised intern in the school where he/she is 
employed , 

2, Each completes the course work required to meet Illinois 
certification standards, 

3, Each engages in enrichment activities such as attending 
weekend seminars and professional meetings, and serving 
on evaluation teams. 

Each internship experience involves the cooperative efforts of 
a local administratdr, an occupational education administrator 
intern, and a supervising university professor. Daily super* 
vision is provided by the cooperating administrator who also 
arranges for the intern* sdeyalopnent off performance profi* 
ciency in the agreed upon competencies. The university pro- 
fessor provides classroom instruction and coordination* Each 
intern is given a portfolio which outlines the performances 
and experiences to be obtained and provides space for the 
administrator and intern to record the experiences completed. 
Although some curriculum materials were developed during 1974, 
their nature or use in the program is not clear. 

Eight students were enrolled in the first program in 1973, 
41 students completed the program between 1973 and 1976, and 
mora than two^-thirds of these persons hold administrative 
positions. 
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The Implemantation of a Model CQmpetgngy Baaed Graduate Pro -- 
gram^ln OoGupational EducatlQn Admlni atratl Qns Phase 3 . 
Final Report, Carbondala^ ILi Southern Illinois Univeraity 
_ at Carbondale, Dapartinent of Ocoupational Eduoation , 1975 • 

121 pages. ED 114 561 

^ Reality'-Baged Evaluation for Two-Year College OGCupational Prograins , 
Revisea Edition. Ithaca ^ NYi Cornell University/ New York State 
College of Agrioulture and Life Sciences, Cornell Inetitute for 
Researoh and Development in Oceupational Education^ 1976* 44 pagea, 

'•Reality^-baeed evaluation is clarifying what we really intend 
to do, collecting information on what we are actually doing ^ 
interpreting how well we did it, and reconmiending what should 
be done in the future." Although designed for evaluation of 
post*secondary programs, the material is general in nature 
with clear applicability to the secondary level * 

The guide is simple and fltralghtforward with clear explanations 
and axamplesr step-by-step procedures | and helpful worksheets. 
Could b© used to good effect with administrators approaching 
program evaluation for the first time. 

Teacher Aides in Comprehensive Career Education i An In-service 
Training program for the Administrator ^ Coliambus, OHi The Center 
for Vocational Education , The Ohio State University, 1974. 76 pages. 
ED 128 632 

ERIC Abstracts Designed in workbook form, this study guide 
for administrators is part of a 4 ^volume series which can be 
used in an inservice program designed to create an awareness 
in teacher aides, teachers, and adminiBtrators of the poten- 
tial, contribution of teacher aides to comprehensive career 
education. : (The other volumes are a coordinator ' s manual and 
the separate programs for teache 

Tlia guide consists of learning activities that support infor- 
mation presented in accompanying slide/tape presentations 
about the potential role of teacher aides in career education 
programs* . .Each topic includes a stated purpose, a review of 
the related slide/tape presentation, and learning activities. 
CNJ) 

Valentine , Ivan E . Administration of Occupational Education i A 
Sugqeatad Guide . Fort Collins, CO: Colorado State University, 
Department .of Vocational Education, 1971. 118 pages. 

/ ,Thifl\ guide, was designed to provide secondary and post- * 
; ro^ a systems approach to admlnis- 

. ;:,,tration. Fourteen different administrative tasks (e.g., 
"staffing tasks and influence in decision making") are pre- 
sented, and each of these tasks has been broken down into 



sub*taiks. Fourteen detailed flow qharts preeent this Infor- 
matloni and the chapters are organised around the major admin* 
ietrativa task areae^ 



Tha problem-solving^ deaiaion-making, systems model presented 
is thorough and Gompreheneive ^ but may be too oomplaK and 
sophisticated for the administrator approaching the topio for 
the first time* 

Voaational Instructional ServiGea. Improving Instruation Through 
Superviaion , College Station^ TXi Texas ASM University^ Vooational 
Instructional Services^ Vocational Industrial Education, 1975. 

The focus of this 73-page booklet is on the administrator's 
role in the improvement of instruction. The content includes 
a rationale for supervision, helpful ideas, recommendations on 
supervisory techniques, and some instruments that can be used 
in the supervision of teachers. It does not include reading 
lists, learning activities, or evaluation procedures. 

Ward# Darrell L* and Jiirany G, Koeninger* An Interaction Simulation ; 
Coordinated Local-State Vocational Education Planning. Columbus. 
OHs The Center for Vocational and Technical Education , The Ohio 
State University, 1971. B2B pages* 

A series of ten books comprise this simulation packet r two 
books present directions for the trainer and background infor- 
mation for the user, and the remaining eight books cover the 
simulation exercises , The simulation package has been used 
successfully in a workshop setting with both local and state- 
level personnel on both an inservice and preservice basis* 
The materials have undergone extensive testing I four separate 
pilot tests were conductad with revision and/or modifications 
made to the materials following each test* 

The simulation work includes in-basket methods , and interaction 
sessions involving not one, but seven to thirteen different 
roles. Using actual case histories and problems sutanitted 
from the field, the simulation was designed to provide a 
realistic environment in which the learner can apply theoreti- 
cal concepts to these practical situations* In advance of the 
workshop, the participants receive and study the document con- 
taining an explanation of the simulation methods to be used 
and the background Information for the simulation (scenario, 
roles, dembgraphic information, etc*)* During the workshop 
(three days, eight hours per day) , the participants (prefer- 
ably 7-13) work through the eight simulation packages under 
the direction of a trainer* With less than seven partleipants, 
the tenth book is not used. 

The total materials in the package are as follows s 

1. Ward, Darrell L* and Jimmy Koenlnger. Simulation 
Director's Manual . 55 pages* ~~~~ 
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2. Wardi Darrell L. and Jimmy Koeninger. A Compandium of 
BackgrQund Inf ormation > 51 pagee. ~ 

3 . Gonroy ^ M> P , SimuXition Exarcises , 

4. Drake I Ry Simalation ExarGisesT 
5* roitar^ L* C. gimulation Exaroisai , 
6* Millar^ A* Simuiati 

7 i Raad , J T t Siinulation Exarcisas . 

8* Tarry, F. D, Simulation Ixaraisas > 

9. Williams, J« dV Simulation Exarcisas , 

10. Simulation Exaraiiaai District Coordinator 

Win tar , Gene M , at al * An^Ingervida Strategy for Improving Looal 
Evaluation for Two-Year Coileqa Programs in Ooaupatlonal Edueatlon . 
Ithacai NYs Cornall University, New York State Collage of Ag^iouT- 
tura and Life Seiencaa, 1976, 44 pages* 

This doeumant provides tha vocational administrator with a 
manual for the conduct of local program evaluation af forts. 
This is not a pieca of inatruotional material in the strict 
sensa, but can be used as a basis for instruction in program 
evaluation. Included are a rationale and modal for an evalua- 
tion system, disaussion of the so-called reailty--based evalua- 
tion process, and examples of adapting tha process to specific 
situations. The role of the administrator in this process is 
stressed. 



PART IV 
Administrator Instruments 
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APMINiaT^TOR EXPERIENCE/INTEREST QUESTIONNAIRE 

Prank Visino, coordinator of resaareh mnd development. Mesa Sehool 
Distrlet 

This Instriunent waa davaloped aa part of a needs assessmant 
modal designed for administrator Insarv^ice in the Mesa School 
Distriot (Dr^ Carolyn Raymond i aooralnator of staff develop* 
ment) . A ligti of adminlatrator skills was drawn from the 
litarature and than supplamentad by input from a conimittae of 
14 adminatrators. This GOiMnittae then prioritized the list of 
80 akills, condanaed tha liat to 57 gkllls^ and ordered the 
skills in terms of their overall importanae to the district* 

Pollowing each item (e.g*, "group dynamios") , the respondent 
is asked to rata the item relative to two areas: 

!• iKperianoe 

•Expertlsa in i experienaad practica, and can lerva as 
a consultant 

•Worked with I in many aituations*-even though modified 
•Knowledge of s extends beyond dafinition but have not 
worked with 

•No knowledge of i extends to no more than simple defi- 
nition 

2. Interest 

•Dasira further training in 

•Desire training in 

•Do not desire training in 

Using data from the oompleted instruments, priority ratings 
were assigned to aaoh of the 57 areas, as followsi Value 
value to administrators; Gapi - lack of competency; Affect - 
staff desire for further knowledge ^ By totalling ratings , a 
final priority for training needs was established and used as 
a basis for developing training programs. 

ARIZONA ADMINISTRATOR RENEWAL/ADMINISTRATOR NEEDS ASSESSMENT 

A Prograffl for Administrators by the Arizona Department of Education, 

Carolyn Warner ^ superintendent 

As part of this program i a Needs Aeseasment Instrument was 
developed by the Arizona State Collegial Team for use by indi* 
vldual administrators in determining their needs, by districts 
implMienting staff development programs^ and by the Collegial 
Team in daterminlng its develo^ent renewal programs. 

The inatrumant contains one page of items for each of 16 gen- 
eral areas for administrator development and renewal, as fol- 
lowsi 

• Laws r Court jDeclslonSp and Compliance 

• personnel Bvaluation & Staff Development 
•Program Evaluation 
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• Cursf iculum Devalopmant Modala 
•Iduoational Planning 
•Dealslon Making Skills 

• Staff Sslactlbn and Dismissal 
•Alternative Delivary Models 

• Self Managment 

• Staff Motivation 

• Hunan Ralations Skills 

• Publio; Relationi Rasponaibilities 

• Parent Involvemant 

• Budgeting Skills 
•Comnunicatlon Skills 
•Organizational Pattarns & Policies 

Pollowing. each itam (a.g*i "Coitipetancy-basad Staff Devalop'* 
mant**) , the respondent is asked to rata the item relative to 
threa areas: 

• Wiat level of skill does your job raquira? (1 - Little or 
no competency I 2^ Some competenoyi 3 - Able to parform? 

4 - Able to supervise I 5 ^ Complete eKpartisa) 

•What level of skill do you possess? (5 - Little or no cam^ 
petanoyi 4 - Soma oompetancyi 3 - Able to perfonrij 2 - Able 
to supervlsei 1 - Complata expartisa) 

•What level of training do you dasire? (1 * Littla or no 
coinpetenayr 2 - Some compatencyi 3 - Able to perform; 4 
Able to suparvisa; 5— Completa eKpartise) 

By totalling scores for aach item, and detarmining high scoresi 
the raspondent can gat an Indication of his/her personal neads* 

A COMPBTENCy TEST FOR LEADERSHIP DEVELOPMENT PERSONNEL IN VOCATIONAL 
TECHNICAL EDUCATION 

Copyright by Mel v in D* Miller and E* Wayna Courtnayr 1975 

This Instrumant Includes 141 administrator- typa competenciaai 
for example I 

•Identify problams or obstacles which hindar the achlavament 
of occupational education program goals« 

• Intarprat tha state specifications for occupational educa- 
tion facilities* 

• Determiha tha need for additional staff, 

• Develop an evaluation system for an instructional program. 

• Cpordinata project proposal writing. 

•PrOTOta unity and balance batwean vocational and general 
education* 

• Datarmine the appropriatanass of a particular way of as- 
sessing a learning pro 

Evaluata staff l^ad and balanca. 
•Articulate the program with other educational lavela and 
the businass/industrial cOTmunity, 



The lesspondent is asked to carefully consider each item and to 
refleiet hlB/her current BtatUB relative to the item by circling 
the appropriate level on the following scales 

5-1 could conduct this activity with a high degree of 
COTipe tency — ^ 

4 - 1 could complete this activity with a minimiam degree of 
competenov • ~ 

3 - I expect that I could conduct this activity but with 
a ome d i fg i c u 1 ty 

• 2 - I would need odnaidera ble aasigtance if asked to com- 

plete this activity~~~~~'~~ ' " 
1 - I could not, with my present background and education, 
complete this activity 

IDUCATIONAL LEADERSHIP APPRAISAL 

Educational Leader ahip Appraiaali A New Look at Perf ormance and 
Potential. Fort Lauderdale, PL.- Nova University, 1974. ED 136 332 

ERIC Abstract I This publication presents a brief overview and 
discuasion of the Eduoationai Leadership Appraisal (ELA) Sys- 
tem, which was developed for use in Nova University's National 
Ea.O.Prpgram by Education Research Corporation. ELA is a 
perfprmance-based procedure for observing and assessing lead- 
ership behavior that evaluates an individual's potential for 
exorcising leadership in an administrative position within a 

i^^^*^?"* indtviduai is appraised along 23 leader- 

ship dimenaions, which are grouped into the broad categories 
of management and organization, communication, problen-ftolving 
taflk orientation, and interpersonal qualities. (jg) 

INSTRUMENT FOR PUNNING A PROGBAM FOR VTAE PERS^^ 

This five-page instrument was designed, in 1977 by the Graduate 
Vocational Education Department at the University o£ Wisconsin- 
Stout to aaaiat students in the vocational technical admlnis- 
education program to plan their instructional programs. 
The instrument ^contains a list of 32 competencies, keyed to 
the university courses in which each competency can be devel- 
oped , 

Por^each competency (e.g., "developing a plan to set up and 
work with steering and advisory comraittees") , the respondent 
la aaked to rate the item relative to two areas, as follows: 

•Praaent competency level (1 - No knowledge? 2 - Aware of,- 
3 " Can do with asilstance,' 4 - Can do with a guide or 
wanuali 5 - Can do quickly and with skill) 

• Interest .and need {1 - No interest/need.. 2 - Some need and 

intereati 3 - would like to take but not essential to my 

: i 9?alB» 4 - Would help attain my goals,. S - Essential to 
attaining my^g 



Based on their responsai to this instruinant# atudenta can 
laleat eourses appropriate to thalr naede and goals. 

IirWEllTORY OP VIlWPOrNTS ON ED 

Bobart Swaneoh^ Stottt S College^ Menonionie, Wiseonain 

^him invantQry of 6S paired itwie requires the raipondant to 
indicate %rhlch opinions r belief a ^ and proposed actions in edu-^ 
cationaL situations most nearly represent his/her viewpoint. 
For example i * 

22 a, iKcapt for the coat, it would be a good idea to 

have a diffarint currieuluin for almost every students 
b. The school should act as a stabilising influenca by 
giving students a canmon baokgroundi 

The inventory could be used most effaotively in situation- 
specif ic clrciTOstanGes to determine the philosophical match 
between a distrlct/sehobl and administrator and* thus, to 
identify attitudinal changes needed ^ o of the admin- 

istrator* 

LBARNiNG INSTRUKEMTS PROM TBliEOMETRICS 
Teleometrics Int' Ip P*0* Drawr 1850, Conroe, Texas 

This organisation handles a wide variety of instriunents for 
use with or by perso in management/leadership roles. All 
Instruments are self ^scoring* They are designed to do more 
than simply provide feedback* They should also serve, as cata- 
lysts to a discussion and self-ap The following are 
examples of the instruments whlah are availa 

Hall, Jay and Martha Si Williams/ Personnel Relations 
Survey J (PeedbacK on one •a Qommunications tendencies in 
building relatlDnships with entployees, colleagues , and 
peers,, using the Johari Window, ) 

Hall , Jay . Managem ent Motives index, (Feedback on one ■ s 
persortal approaah to work motivation, using Maslow*8 Need 
Hierarchy.) 

Hall, Jay, Jerry B. Harvey, and Martha S, Willlamfl, Styles 
of Managament Inventory . (Peedbaak on one's managemant be* 
havior , using five general managerial styles.) 

Hall, Jay and Martha S, Williams, Styles of Leadership 
Survey- , (Peedback on one's leadership bahavlors, using 
relative eniphasis placed' on Personnel and Purpose.) 

ALSQg Hanaqament Relations Survey ? Work Motivation Inven* 
tory I r Managwient Appraisal Survey ; Leadership Appraisal 
Survey or teMg grial lhllosQph^ Management TrMs - 
actions Audit ; Team Bffactlvenass Survey i and change Agent 
Questionnaire " ' ^ ■ : ^ — 



PERSONAL ORIENTATION IKVENTORy 

Copyright by EveMtt Shostromr 1962^ and by the Educational & 
InduBtrial Teiting Service # San Diego, 1963 

This inventory of 150 paired itams Mquiras the respondent to 
irtdlQata which, if either^ of the iteine in a pair is true or 
mostly true aa applied to him/her. For example i 

•I live by, the rulea and standarda of society. 
•I do not alwaya need to live by the rules and standards 
of aoQlety* . _ 

An administrator interested in self-^aasessment in the affective 
domain could find this to be a useful inventory* Since the 
rasponses are indiQated on a computer sensitive answer sheet, 
the inventory can probably be aaored and responses categorized 
according to dogmatism or some similar factors* 

PROFESSIONAIi DBVELOPMlNT NEEDS ASSiaS^iENT FOR COMMUNITY COLLEGE 
ADMINISTRATORS 

California Community colleges, Sacramento, California 

This instrument was designed to identify the professional 
davelopment needs of community college administrators in five 
general areas, as follows: 

• Technical Administrative Skill Needs (e.g.^ *^'computer uti- 
lization") 

•Human Skill Needs {e*g*, "oonfliot resolution") 
•Personal Skill Meeds (e,g, , "enhaneing self-worth of 
others") 

•Conceptual Skill Needs (e,g^ , "awareness of new and 
emarging occupations") 

• Need Fulfillment Activities (e.g., "workshops and re- 
treats") 

The respondent is asked to rate each of the 99 items in the 
first four areas as follows? 

1 « Needed and would attend (professional development acti-- 

vitias) 

2 * No need to attend 

3 - Undeclded-^topiG not underatood 

Items in the fifth area (20 different professional develop- 
ment activities) are then rated as follows i 

1 - Most effective 

2 - Somewhat effeetlve 

3 - Not effective 

At the end of the instrument, the raspondent is asked to indl- 
gate CD the amount of time which should be devoted to 
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professional development aotivities each year, (2) hla/her 
three highest inservice needs as indicated by reaponaes on the 
instrument, and (3) any "experts" that should be invited to 
conduct training activities. 
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